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Skills for Tomorrow, NOW 



The Workplace Literacy Project resulted from a Department of 
Education grant, plus in-kind contributions from a partnership with 
General Motors Inland Fisher Guide Plant, Princeton Plasma Physics 
Laboratory, and St. Francis Medical Center. The project is an 
attempt to find solutions to the growing "skills gap" in industry 
today. More than 25 million Americans cannot read the front page 
of a newspaper. In addition, workers whose average ages are 
rising, must produce in a technological environment that may not 
have existed when they began working. This lack of knowledge makes 
it difficult to compete in a technologically changing workplace. 
Moreover, an increasing number of immigrants have entered the 
workforce with limited English communication skills. In response 
to this growing need, the Federal government provided a grant to 
Mercer County Community College and its partners to deveJop ways to 
enrich and expand employees' basic workplace knowledge. The aim of 
the project was also to improve the self-esteem of the 
participants . 

Support for the project was solicited from aJ 1 levels of 
company management and the unions. In addition, an advisory 
council, comprising key management and employees from each company 
determined the design, goals, and time-frame of the project. Each 
company provided a liaison person from their site, and MCCC hired 
a director to manage the program. Employee release l:ime for 
classe-^s was site-specific. 

Participation in the program was voluntary. Information about 
claj5ses was disseminated through company letters, flyers, union 
notices, not ices included with paychecks, and open forums wi ^h 
supervisors and employees. 

The ABLE test was used for normative, pre and post testing, 
other types of evaluations varied from course to course. MCCC 
counselors met with each student to discuss present <xrid future 
educational objectives . 

Courses were offered in reading, busitiess writing, math, 
science, and English as a Second Language. In addition, there werf? 
workshops in problem so] wing, stress managemr-nt , and other wor k 
survival skills. The curricula for the courses were customized for 
each worksite to be as job focused as possibJe. 

It is our hope that this program will serve as a model for: 
other organi7:at ions to empower their employees with the *^^>l^i .1 .1?? 
needed to succeed in the changing technological workplace, tor]r^\ 
and in the future. 



COURSE OUTLINE 

BASIC LANGUAGE - INDUSTRIAL WORKPLACE 



This course focuses on improving the reading, writing, speaking, and listening skills of line 
workers. 

OBJECTIVES 

Upon completion of this course, students will be able to: 

0 Read work related material with a greater level of understanding 

0 Write more effectively 

0 Communicate with co-wort<ers and supervisors more effectively 

0 Use active listening techniques 

TOPICAL OUTLINE 
0 Reading 

-understanding the main idea 
-literal comprehension 
-drawing inference 
-k>cating information 
-skimming and scanning 
-vocat}ulary devetopm&i it 

0 Writing 

-devetopment of meaning from word to whole woric 

-vocabulary devetopment 

-sentence stmcture 

-paragraph 

-descriptive writing 

-compare/contrast 

-outlining 

-letter writing ~ memo, complaint, appreciation, business 
-grammar 

0 Speaking 

-correcting simple speech faults 

-effective use of tone, rate, eye contact, gesture 

0 Listening 

-teaming to "attend" 
-comprehension 
-foltewing directions 
-hearing the inference 
-acknowledging with feedback 



OTHER 

0 75 hours 



TBCTBOOKS 

Berbich, Joan D. Lauah Your Wav Through Grammar. Amsco Publications, Inc. New 
York, 1990. 

Brock, Susan L. Better Business Writing. Crisp, California, 1988. 

Joffe, Irwin L. Oooortunitv for Sklllfui Reading, sixth edition. Wadsworth Publishing 

Company, Califomla, 1991. 

ReynoWs, Marianne. Reading for Understanding. Wadsworth Publishing Company 
California, 1992. » k 7. 



BASIC LANGUAGE" 

MERCER COUNTY COMMUNITY COLLEGE 
GM CURRICULUM 

SCHEDULE 



WEEK #1 



WEEK #2 



WEEK #3 



WEEK #4 



WEEK #5 



erJc 



I cebreaker ac ti vi ty - interview/ introduce partner 
Look o ve r tex tbook s 
G r anuu a r pretest 

Introduce " Vocabulary Notebook" 
Dictionary/ thesaurus work 
Newspaper work 

Reading Drills #1, #2 ~ Reading For Understa nding 
Writing a MEMO 

Listening activity - paper drawing 
Vocabulary work - word sleuthing 
Grammar 
Reading 
Reading 



Reading 
Ur i ting 



- sen ten c e c ons t r u c t i on 
exercise- Reading For Understanding 

- SQ3R ( PQ3R ) Method - Opportunities For 
Sicillful Reading 

Drills #3, #4 - Reading For Understanding 
a letter of complaint 



Listening activity - O.Henry story 

V«:«cabulary work - word sleuthing, words in context 
Grammar - sk ills, paragraphing 
Reading exercise- Reading For Understanding 
Reading d"^ills #5, #6 Reading For Understanding 
Writing & le-tter of appreciation 

Listening activity - 0. Henry story 

Speaking activity - job description/ interview 

Vocabulary work - check notebooks, word sleuth 

Grammar - skills, paragraphing in whole work 

Beg in 1 a r ge pape r ( ex . art c r i t i que > 

□utl ining/ Mapping 

Reading drills # 7, #Q - Read i ng For Understand i ng 

Listening activity - 0. Henry story 

Vocabulary - final count in notebook 

Grammar - complete skills, posttest 

ABLE posttest o 

Complete work on large written work 

Reading drills #9, #10 - Reading ForJUndarstandinQ 

Writing - form for a business letter 



Wri ting 



Writing Saniple/ Icebreaker Activity 



Objective; To begin course with sharing of information about self 
To aid students in feeling comfortable with each other 



Procedure: 1 . Give directions - 



Write three sentences about 
yourself < do not identify 
yourself by name ) 



ERIC 



Sentence #1 
Sentence #2 

Sentence #3 



Describe yourself physically 

Describe yourself categorically 

< ex. married, parent, fisherrrian, etc.) 

Describe yourself personally 

( ex. fun-loving, happy, neat, etc..) 



Instructor collects papers and reads descriptions 
aloud. Students guess who each describes. 



Outcome: Students become more comfortable with each other 
I ns true tor has an initial wr i t i ng samp 1 e . 



Introductory Lesson 
Bcisic Language Class 

Objective: To deterrnine the components of language to be studied 

To increase awareness of the elements that contribute to 

the term " language " 
To share ideas about how language is used 



Materials: Handout A 

Laugh Your Way Through Grammar - Text 

Procedure! 1 . As a whole group, ask for definitions of language 

2. Brainstorm ideas on chart or board 

3. Fill in the components on Handout A 

4. Students keep for later, and constant, reference 

Outcome: Students have a permanent record of those areas of language 

that will be explored. Class begins to realize that the language they 

Lise is composed of various elements that can each be reenforced to 
improve one's over use of language 
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ERIC 



COMPOWEWTS OF LANGUAGE 



Reading 



111. Speaking 



IV. Li.btdning 
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ERIC 



Reading 



Improv i ng re&d i ng comprehens ion 
Get t i ng the ma in i dea 
StSiy ing f ocused 

Practi c ing 1 i teral corfiprehension 

Read inn For Understanding - Text 

Chapter One " (auided Reading Activities " 
Opportunity Fo^ Pk^tlful Reading - Te:x:t 

Part IV Skill Five " Remembering What You Read 



( G day activity ) 
1 . Preview pages 1-4 in Rpf=tdinc3 For Understanding 
together 

2. Read silently, then share answers to Selection I 

3. Complete " Writing Exercise " and share paragraphs 
d. Repeat procedure for Selections 2 and 3 

5. Preview material on pages 179-1S3 as small group 

activity, each group reporting to the whole on 
its subtopic < Opportunity For Skillful Reading 

6. Use the material to do Practice Exercises 1-3. 




Outcome; Proceed slowly with the Guided Reading Activities to insure 
that students are following the format. 
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Objective: 



Mater i als : 



Procedure : 




READIKG 



2 PAYS 



CI Comprehension 

1 . Basic Reading Comprehension 
Handout CI (9 pages) 

2. Reading Article : "Parents: What Do You Owe Your 

Children?" 

Handout CI (Page 3) 

3 . Vocabulary in Context 

Comprehension Skills: 

Main Idea 

Fact from Opinion 

Inference Skills 



j 



Rr-ading 



Objective: To practice locating information 

Materials: Opportunities. For Skillful P»='a d'inQ - text 

Part IV Skill 7 

Procedure: 1. Preview introductory rfiaterial together 

(. pages 227-223 ) 

2. Have small groups ( 5 groups ) work on a few of the 

Practice Exercises 

3. Each group repiorts back to the large group 



Outcome: Students may begin to see possible ways to help themselveis 
retain inf ormation . 
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Reading 



^^fhe Newspaper - 2 day activity 

Locating Inf orniation , compare/ contrast, vocabulary developrnent , char t 
and graph reading 

Objectives: To discover and analyze differences among various news- 
papers in the presentation of mater iai 
To discover levels of vocabulary used by various news- 
papers 

To be able to use graphs, charts, or tables in the news- 
paper ef f ec ti vely 
To use the newspaper as a source of new vocabulary words 



f^laterials: Classroom Dictionaries 

A Variety of Daily Newspapers 

suggested - The New York Times 

The Wall Street Journal 
The Trentonian 
The Star Ledger 
The Trenton T i mes 



•ocedures: 1. Have various newspapers on display < front page 
e::<p05ed - discuss differences in appearance 

suggested questions - Ulhi ch has more information? 

Which has largest print? 
Which could be read quickly? 
Is International news shown? 
Are there sensa t i ona 1 p i c - 

tures? 
Do headlines banner " 
across? 

2. Form small groups, one for each newspaper. 

3. Each groups locates and notes page numbers of the 
following ( as quickly as possible ) 

Editorial Television 
Business Advi ce 

Comi cs Classi f ied 

Obituary Education 
( students may suggest others ) 

4.. Have each group choose one news article, then note 
the five " W's " Who? 

What? 
When? 
Where? 
1 3 Why? 

ERJjC 5. Find the same news item in more than one newsDaopr 



SiMcill groups compare how the inf orrn&tion riry be 
p r esen ted , or t r ea ted d i f f e r en 1 1 y 

6, In small group < each with one newspaper ) have 
students start with newspaper closed to exposse 
front p«age — compete to locate the name of a tele- 
vis i on show a i red at 9 : 00 on Chav;ne 1 2 

Students return to front page, then compete to 
locate ( will need to use Table of Contents ) the 
page number for Editorials, aqaain for Classified, 
and , again for Obi tuar ies 

7 , Students work independently, or sharing copies of 
the newspapers, to search for new vocabulary f rom 
and sec t i on 

Students have become more aware that news will be presented 
to them differently, depending on the newspaper they choose. 
Students will see the newspaper as a possible source of 
daily vocabulary building. 



READING 

C4 Index Reading/Locating Information 

Manua 1 : Safety Instructions for Material Handling 
(Yellow Booklet) 

It See: Lesson Plan C4-A 



nK7tDING 



C4-A Reading Lesson 

(Manual - Safety Instructions for Material Handling) 
(Yellow Booklet) 



Skills: 



1. Index Reading: Main and Subtopics as listed and 
1 ocating information by page number 

2. Comprehension of Operating Rules: 

- Page 3: Of Walkie Type Power Trucks 

- Pacje 12 : Of Rider Type Powered Trucks 

- pjge 25: Of Crane Operation 

3. Interpretation of Illustrations Accompanied by 
Instructions 



- Page 33-34: Standard Overhead Crane Signals 

- Page 35: Inspection of Wire Rope (Steel Cable) 

- Page 36: "Bird Caging Condition" 
(also P. 30, Hooks) 

4. Specific Vocabulary and Terms from Manual: 



p- 1 - Walkie Type Powered Truck 

- Maximum Load Capacity 

- Exceed 

p. 2 - Horseplay 

p* 3 - Substantial (shoes) 

- Depressing the button designated for desired 
direction 

p. 4/20 - Deemed attended 

p. 6 - Positioned in front of a stationary object or 

solid barrier 
p. 7/28 - Worn and displayed for verification 
p- 10 - Overtaking and passing pedestrians 
p. 11 - Precautionary signal 
p. 13 - Descending grade 

p- 14 - Explosive nature; ignited by sparks 

p- 19 - Insuring that the combined weight. . .does not 

exceed capacity 
p. 2 0 - Immediate vicinity 
p- 23 - Tampering with equipment 
p. 25 - Hazardous condition 
p- 27 - Hoist brake 
p- 28 - Visually inspect 

p- 41 - " M 

p, 4 2 - M II 

p. 51 - H It 



n 


29 


— Excessive weai* 


P • 


37 


— ^alvaoe st'OTaoA Hiiildina 


P • 




/\ X W ViA CI i i ^ ^dS^/^O^wU 


P • 


Q / A P 




P- 


** U 


/iux X J. J. a JL y ven xC JL et 


P- 


44 


— Tested before disbursement 






- Dispurse stencil ink 


P- 


4 6 


— Rated bad capacity 


P- 


A 7 
*4 / 




P- 


53 


- Upright position to prevent debris from falling 


P- 


55 


- Eruption during meltin 


P- 


56 


- Work area adjacent 






- Gondola 


P- 


60 


- Baling, baler 


P- 


61 


- Minimal tension applied 



'i 
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READING 

C5 Index Reading 



Manual : Maintenance Trades and Sanitation. 
(Green Booklet) 



* See: Lesson Plan C5-A 



READING 



C5-A Reading Lesson 

(Manual - Safety Suggestions for Maintenance Trades 
and Sanitation, Including Welding and Cutting 

Procedures) 

(Green Booklet) 



Skills: 



1. Index Reading: Skimming and Scanning for safety rule 
for a particular task. 

2. Comprehension: 

Read Emergency Measures (pp. 4 0-4 5) 

3. Specific Vocabulary and Terms from Manual: 

Indication - Investigate - Extensive 

- Leakage - Unauthorized - Vertical Plane 

Fusible (plugs) - Proficiency - Detected 

Canister Mask - Salves - Copious 

Neutralizers - Induced - Apparatus 
Precautions 

Comprehension Check: 

Questions : 

1. What happens if a chlorine leak is not promptly 
attended to? 

2. Who should investigate a chlorine leak? 

3 . What should that person wear? 

4. Why does gaseous chlorine lie close to the ground? 

5. If a chlorine leak can not be handled by GM people, who 
should be notified? 

6. What should be done to chlorine containers in the case 
of a fire? 

7. Why should water be applied to the chlorine container? 

8. How do you stop a valve leak? 

9. row should a leaking container of chlorine be handled? 
Why? 



j9 



10. List some items in the Emergency "B" kits? 

11. What 4 items of safety should always be available for a 
chlorine leak (for the workers)? 

12. How should skin exposed to SO2 be handled? 

13. What should you do if you swallow a poisonous gas? 

14. When should an oxygen mask be applied? 

15. Describe how a tank trailer should be unloaded? 



20 



Reading 



Objective: To learn and practice the PQ3R < SQ3R ) Method of 
i nc r eas i ng c ompr ehens i on 
To be able to use a rrtodified form of PQ3R for own 
purposes 



Materials! Opportunity For Skillful Reading - Text 
Part I ^ 
Handout B 

Newsweek Article " GM*s Day of Reckoninig *' 

Procedure: 1. Assign one letter of the Method ( PQ3R ) to srriall 

groups (5) 

2. Spokesperson for each group* teaches/ reports to the 

large group what process that letter represented 

3. Distribute copies of Handout B as permanent reference 

for students 

^ 4. Students use Newsweek article for practice with method 

Qutcorrie: In discussiovi of this method students quickly realize that 
will most often use amodified form of it in their daily 
reading . 



erJc 



21 BEST COPY AVAIUBIG 



What does SQ3R 
mean? 

What does ^ Survey^ 
mean? 

What is meant by 
* Question'? 



What does ' Read' 
mean? 

What is meant by 
'Recite'? 



What does 'Revise' 
mean? 



Survey, Question, Read, Recite and 
Revise. 

Turn all the pages in the chapter being 
studied, see how long it is, and get a 
general idea of the content. 

Write down questions on each main 
point in the chapter (as in the column 
on the left here). Base the questions on 
the main points, which can be deduced 
from the subheadings or extracted by 
skimming. 

Read the chapter completely to answer 
the questions. Note that reading is not 
done first. 

Answer the questions completely, either 
orally to another person or in writing, 
putting answers in your own words (as 
in this column). 

Some days later the material should be 
revised, possibly by qxiickly re-reading 
the chapter, and/or trying to answer 
the questions, looking up all wrong or 
partial answers. 
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READING 

C6 Reading & Interpreting Descriptive Phrases 
Manual: General Safety Rules (White Booklet) 
* See: Lesson Plan C6-A 



READING 



C6-A Reading Lesson 

(Manual - General Safety Rules: Emergency Instructions 
and First Aid Suggestions) (White Booklet) 



Skills ; 

Overview of Index: Listing of emergency and first aid 

equipment and procedures. 

A. Descriptive Phrases : Find ones that 

P- 1 - Describe Personal protective clothing 
p- 2 - Describe and Explain Safety glass 

Hearing Protection 
p. 3 - Machine and Die Guards 
p- 7 - Stretches 

- Cold Packs 
p. 8 - Emergency showers 
Respirators 
p. 10 - Safety Blocks 
p. 11 - Gloves 
Aprons 

Head Protection 

B. Employee Responsibilites : Skim for Main Titles: 

!• Know the safe method (Page 11) 

2. Do Not Block Exits (Pagii 12) 

3. "Walk" aisles (Page 12) 

4. Do Not Block Emergency Equipment (Page 12) 

5. Never exceed rated load capacity (Page 12) 

6. Authorization to use elevators 

7. Eating lunch 

8. Pedestal Grinders (Page 13) 

9. Driving power vehicles (Page 14) 

10. Scooters (Page 14) 

11. Running (Page 14) 

12. Climbing (Page 15) 

13. Avoid Overhead dangers (Page 15) 

14. Move hand trucks safely (Page 15) 

15. Avoid distraction (Page 15) 

16. Use safe tools (Page 16) 

17. Horseplay (Page 16) 

18. Lift safety (Page 16) 

19. Walk, Don't Ride (Page 16) 



20» Report Injuries (Page 16) 

21. Smoking (Page 17) 

22. Housekeeping (Page 17) 

23. Welding flash (Page 17) 

24. Compressed gas cylinders (Page 18) 
25* Signs (Page 18) 
26. Suggestion Program (Page 18) 



Reading Comprehension : Read Fire Extinguishers (p. 19-20) 

- Matching the type of extinguisher with the type of 
fire. 

Following Directions: First Aid (p. 21-24) 

Sequence of Events to follow for: 

Artificial respiration (p. 22 ) 

Broken Neck or Back (p. 23) 

Handl ing : Burns & Scalds , Convuls ions , and 

Heart Attacks (p. 23-24) 



ERIC 



P5 



READING 



2 DAYS 



C7 Literal Comprehension 



Handout: "Two Sides of a Giant" 

Handout: "GM Drives the Electric Car Closer To Reality" 



* See: Lesson Plan C7-A (Page 1-2) 

* See: Lesson Plan C7-B (Page 3) 




READING 



C7-A Reading Lesson 

(Handout: "Two Sides of a Giant", Time: Feb. 19. 1990) 

Vocabulary : (from Article) 



Horsepower 
Comprehension : 

1, How much of its market share did GM lose in the past 



2. How many cars did GM build in 1989? 

3. How do US and European branches of GM compare? 

4. What are the two sides of GM? 

5. To what is Europe's GM success owed? 

6. What is the name of the GM Europe subcompact? 

7. How many of them are sold per year? 
S. What does the Vectra offer? 

9, What rank in GM Europe in the European car market? 

10, What are the similarities of American and European GM? 

11, How were domestic cars changed? 

12- What was a damaging change in GM in 1984? 

13. What did Oldsmobile do? 

14. How did the Vectra/Cavalier evolve? 

15. How did GM allow sales people in different countries to 
stay close to their customers? 

16. What is Zurich's staff best known for? 



Multinational 

Reorganizationing 

Dismantling 

Centralizing 

Decentralized 

Excess 



Jarring 

Restructurings 
Parochial 



Poignant 

Stingy 

Massive 



decade? 
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17. Who are GM's competitors? 

18. What do GM Europe's company *s managers express serious 
concern about? 

19. What will the Japanese do? 

20. Who is the likely candidate for Roger Smith's job? 
Why? 
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READING 

C7-B Reading Lesson 

(Handout: "GM Drives the Electric Car Closer to 
Reality" , Business Week, May 14, 1990) 

Vocabulary : (from Article) 



- Promoted 
Skeptics 
Legislat 
Engine 
Meager 
Dilemma 
Augment 

Comprehension Check : 



Oddballs 

Environmenta 1 ism 

Internal Combustion 

Asserts 

Inverters 

Steep 

Capacitor 



Omissions 

Smog-choked 

Consortium 

optimistic 

Aerodynamic 

Doldrums 

Proponent 



1. What kind of car did GM say it would produce? 

2 • What would it be made out of? 

3 . How fast would it go? 

4 . What is the demand for this kind of car? 

5. Who else will produce electric cars by the year 2000? 

6. What has Ford done since 1982? 

7. How do inverters work? 

8. Which is more costly; aluminum or steel? 

9. How will the high cost affect the demand for such a 
car? 

10, What would solve the major problem? 

11, What does Chrysler Corporation's experimental van use 
as an energy source? 

12, What happens to it in cold weather? 

13, V7hat kind of battery did Ford Motor Company use? 

14, What plans does Isuzu Motors Inc, have? 

15, List some advantages (as stated) of an electric car? 



READING 



ERIC 



C8 Inference Skills 



Handout: Shirley Young: "Pushing GM's Humble Pie Strategy" 
Handout; "All They Need is the Girl" 



* See: Lesson Plan C8-A (Page 1^2) 

* See: Lesson Plan C8-B 



0 



READING 

C8-B Reading Lesson 

(Handout: "All Thev Need is the Girl", Forbes. Jan. 8, 
1990) 

Vocabulary : (from Article) 

Retooled ~ Unionized 

Global ~ Expansions 

Comprehension Check : 

1. What has Roger Smith done to the company's entire 
manufacturing base? 

2. What is a retooled factory? 

3. How much did this cost? 

4 . What do critics say? 

5. What are unionized factory workers in Tennessee trying? 

6. What is happening to GM in Europe? 

7. Viaat ii5 the biggest part of GM's business? 

8. What is the significance of the article's title? 

9. What is all that GM needs now? 

10. How can GM make big profits? 

11. Why will the 1990 's be cruel for automakers? 

12. How will GM fare in the 1990 's? 



READING 

C9 Inference & Drawing Conclusions 
Handout : "The Right Stuff" 
* See: Lesson Plan C9-A 
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READING 



C9-A Reading Lesson 

(Handout: "The Right Stuff", Time: October 29. 1990) 



Vocabulary: 



Lauded 
Niche 

Hierarchical 
Cavernous 
Consensus 
Dogged 

Entrepreneurial 



Collegial 
Adversarial 
Alienating 
Paradigm 
Proliferating 
- Tout 
Zeal 



Candor 

Daunting 

Unambiguous 

Derogatory 

Litany 

Canny 



Comprehension Questions; 



1. What is the "grand experiment in American 
Manufacturing"? 

2. According to the dean of MIT's Sloan School of 
Management, what will Saturn's success prove? 

3. What is the response by car critics to the new Saturn 
car? 



4. Whis IS Saturn so revolutionary for American industry? 

5, "Most successful companies provide employees with a 
sense of ownership, have few and flexible guidelines 
and impose virtually no job-defining shop rules," 

a. What is the relevance of this statement for Saturn? 
Do you believe that this statement is true? 
Explain, 

b. What is the implication of this statement for other 
operations at GM such as the ones you are involved 
in? 

6. What is "consensus decision making". What is the 
Saturn philosophy in this area? 

7, How does the Saturn work force differ from the general 
GM work force population? 



8, What is "lean production"? 



9- 



What are some progressive manufacturing steps Saturn is 
using? 



Explain the fear of "cannibalization" of other GM lines 
by Saturn? Do you think this fear is substantiated? 

According to the article, what is GM*s most "dogged 
problem"? Do you agree? Explain. 

"Corporate America seems to be recognizing that making 
the product right is as important as dreaming it up and 
selling it." Do you agree with this statement? 
Explain. 
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CIO Drawing Conclusions/SuTnn^arizinq 



2 DAYS 



Handout: "GM Aims for the Fast Lane" 

* See: Lesson Plan ClO-A 

Manual: Safety Instructions for Tool Room Employees 
(Grey Booklet) 

* See: Lesson Plan ClO-B 




READING 



•ClO-B Receding Lesson 

(Manual: Tool Room Employees...) (Grey Booklet) 



Skills: 

Condensing - Clarifying 

- Simplifying - Summarizing 

- Reading for Meaning of Procedures, Instructions 

!• Read: Lockout Procedures a-d. (Pages 1-3) 

Safety Socks a-d " 
Padlocks a-c " 

In 10 words or less rewrite the procedure to capture 
meaning. 

2 • Read: Radial Drill Operations and Drill Press 

Operations 

1-12 (Pages 5-6) 

In 10 words or less rewrite the procedure to capture 
meaning. 

3. Read: Heat Treater and Hardner (Pages 12-14) 

In paragraph form with 5-6 sentences, summarize 
introductory paragraph, devices, and operational 
instructions, making sure to include all important 
information . 
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READING 



ClO-A Reading Lesson 

jHandout; "GM Aims for the Fast Lane", Newsweek: 
October 22, 1990) 



Vocabulary : (from Article) 

Consummate 

Unrelenting 

Surge 

Comprehension Questions : 

1. What is the price range for the Saturn line? 

2. According to the article, what event may be responsible 
for ma)cing small, energy-ef f ecient cars popular again? 
Will this benefit GM? Why/Why not, 

3* What is unique about the advertising campaign for 
Saturn? 

4. Why do some feel that Stempel will do a better job as 
chairman than Smith did? 

5. What is meant by "the team Stempel has assembled is made 
in his own image ? 

6- What is the "voluntary-restraint agreement" the Japanese 
automa)cers made with the US? What is the result? 

7. What are some of the problems GM is encountering in 
facing the Japanese competition? What are some 
solutions to these problems? Do you thin)c these 
problems are correctly identified? Are there others 
that aren't identified in the article? Are the 
solutions offered reasonable? Why/Why not? 



READING 



Cll Reading Strategies 

1. Predicting Outcomes 

2. Brainstorming about topic 

3. Accessing prior knowledge 

4 . SQ 3 R 

Survey 

- Question 

- Read 
Review 
Remember 



Handout: "The UAW Veers Closer to Reality" 
* See: Lesson Plan Cll-A 
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READING 



Cll-A Reading Lesson 

(Handout: "The UAW Veers closer to Reality". Oct, 1. 
1990) 



Vocabulary : (from Article) 

- Haggard 
Dismal 
Unscathed 

Comprehension Questions : 

1. What is the dismal reality that UAW President Owen 
Bieber , recognized? 

2. What is the "steep price" that GM has paid for labor 
peace and the right to down-size? 

3. What are the program that will increse spending from 1.3 
billion to 4+ billion at GM? 

4. What evidence in the article supports the claim that the 
individual worker is protected? Do you agree or 
disagree with this conclusion? Explain. 

5. "The UAW soon may find itself in the same book as the 

steel--workers, the rubber worker, and other once larger 
industrial unions: smaller, with declining power and 
prestJ.ge." Do you agree or disagree with this 
statement? Explain . 



READING 

C12 Key Words/Diaqran\/Illustration Interpretation 

Manua 1 : Safety Instructions for Production Equipment 
(Blue Booklet) 

* See: Lesson Plan C12-A 
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READING 



C12-A Record Lesson 

(Manual: Safety Instructions for Production 
Equipment) 

(Blue Booklet) 



Skills : 

Identifying key words and phrases in reading 
instructions , procedures , requirements 

Reading diagrams and locating infonnation and directions 
from diagrams 

1, ^ead pages 12-16 "Die Cast Machine Operation" 
Underline key words 

Return to text, reconstruct meaning by reviewing key 
words 

2- Read pages 25-35 "Safety Manual for Paint Spraying" 

- Underline key words 

Return to text, reconstruct meaning by reviewing key 
words 

3, List Key words from Die Cast 

4- List Key words from Paint Spraying... 

5. In a few sentences, write gist of passage 12-16 

II II II II 2 5-35 



6. 



Diagrams : 

- Pp. 7,11,99,109-114. 



READING 

C13 Glosarv Skills 

Manual: Safety Instruction for Jobsetters (Pages 53-60) 
* See: Lesson Plan C13-A 



^'2 



READING 



C13-A Reading Lesson 

(Manual: Safety Instruction for Jobsetters) 



Skills : 

Skimming and Scanning 
- Reading and Glossary 

Quickly reding instructions, procedures, policies for 
general understanding 

1- Scan pages 1-7 "Policy", "Responsibilities fo a 

Jobsetter", "Standards for Presses, Guards, and Press 
Operations" in 5 min. 

Orally present information retained 

Reinforce Skim & Scan Skills 

2. Scan pages 24-27 "Common Errors in Die Set-Up" in 5 
min. 

Orally present information retained 

3- Scan pages 45-49 "Safety Instructions for Die Cast 
Jobsetters", in 5 min. 

Orally present information retained 



Glossary: Pages 53-60 
Comprehension Questions ; 

1. What is the male part of a die called? 

2. What is the female part of a die called? 

3. What is a slug? 

4. What is the difference between a blank die and a cam 
die? 

5. What is the difference between push, pull, and roll 
feeding? 

6. Where is lubricant applied during press work? 

7. When would you use a shim? 



Reading 



Objective: To illustrate, visually; that the purpose of skirriming 
is to quickly find the most important ideas within 
pr i nted mater i a 1 

Materials: Handout C 

Procedure: 1. Students find definition of skim in the dictionary 

2. Discuss reasons C need ) for skimming 

3. Have students " read " Handout 

4. Share important ideas from material, and what less 

important material might have been left out 



Outcome! :3tudents should be able to name a few instances in their 
experiences where they might need to skim. 
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READIKG 



2 DAYS 



61 Skimming & Scanning/Scanning for Information 



Handout: SI, Pages 1-6 



1 • Introduction of skills : 

Study Reading 
Rapid Reading 
Skimming 
- Scanning 

2 . Factors in the Reading : 

Reading for Purpose 

Vocabulary knowledge of reader 

Rate of comprehension skills 

Recognition of author's organization 

( sub j ect , ma in ideas , support) 

Familiarity with subject you're reading 

Phrase reading (grouping words into meaningful 

phrases) 



READING 



S2 Graphic Presentation/Scanning for Inf orination 



Handout: 32 Pages 1-5 
32 Pages 6-11 



2 DAYS 
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READING 

S3 Skiminina and Scanning/Integration of ALL Reading Skills 
* See: Handout S3 Page 1-8 



|Wr iting 



Objectives: To determine and understand the elements that make up 
effective writing 

To apprec iate how those elements are related 

To understand that those elements can be reenforced, 
individually, to imptrove one's overall writing 

Materials: Handout Wl " How Does Meaning Progress?" 



Procedure: 1. Have students determine which element is the smallest 

unit to carry meaning? < the word ) 

2. Beginning with the column entitled " word list 
(. on chart or board ) those subelements that 
belong in each column 

ex. Word ; vocabulary, spelling, definition, etc. 

3. Continue until all column are filled ( see 
suggested items on completed copy - W2 

4. Students retain their copy for future and constant 

reference 

Outcome: tStudents begin to see that they can build up their writing 
skills by first improving on each elcrment wit^lin. 
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Writing 

Objective: To assess the students' need for reenf orcernent of 
i nd i V i dua 1 areas of grarrimar 

To introduce/ reiterate those elements that constitute 
English grarrimar 

Laugh Your Way Through Grammar - text 

Grammar Pretest/Posttest - Form A 
Grammar Pretest/Posttest - Form B 



Students read silently " To The Student " intro- 
due tory material in the text 

Small groups ( 4 ) choose from Sections II, III, IV and 
V. Each discusses their section 

Each group tells large group what elements were in 
their section 

Administer Pretest ( Form A or Form B ) 

Administer Posttest C same form as step 4 > at end of 
session 

Outcome: Scoring of pretest will indicate those elements needing 
reenf orcernent . 




Materials : 





Wri ting 



Grarnmar - Paris of Speech 



Objectives: To review the names and definitions of all parts of 
speech 

To understand the functionCs!) of each part of speech 
To apprec i ate how var i ous parts of speech are used 
effectively to improve writing ability 

Materials: Laugh Your Way Through Grammar - te::<t pages 55 and 

pages S3 - 1 52 



Procedure: 1. Students read pare 55 of Laugh . . . text 

2. Students form eight groups - one to study each 

part of speech 

3. Each group presents to the large group - the 

def inition and uses for their part of speech 

4. Each group constructs a quiz for everyone on their 

part of speech 

Outcome: A working knowledge of the names of parts of speech is 
useful when striving to improve grammar for writing and 
speak ing . 
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Uriting Grammar/ Punctuation • < 3 days of activities ) 



Objectives: To review and reinforce rules of punctuation 
To develop better punctuation in writing 



Materials: Laugh Your Way Through Grammar - text pages 203-218 
Handout P-l " 

Better Business Writing - text pages 10-13 
Handout P-2 



Procedures: 1. Form four groups and assign the following marks 

of punc tua t i on to eac h 

I. period, question mark, semicolon 
I I . colon, comma 
III. quotation mark, apostrophe, dash 
IV. parentheses, exclamation point, hyphen, 
under 1 ining 

2. Each group meets to study appropriate section in 
Lauah. . . text 



3. Each group prepares a small presentation to the 

large group showing how their assigned marks are 
used ( suggestions - charts , chalkboard ex- 
amples, flip charts, etc, > 

4. Students work independently on Handout P-2 

5. Students form pairs to mark the punctuation of 

Handout P-2 

6. Students form four groups to present to the large 
group, the information on pages 11-12 in Better 

Business Writing, each choosing one mark of 
puncuaiion . 

. Present to large group prior to writing assignments 
of types of letters, mmemos, etc. used in 
business 

S. Students use page 13 in B<*tter Business Writing for 
additional practice, sharing answers with group 

9. Additional practice exercises are located in 

Laugh , . . . text on pages 12, 29, 30, and 48 

10. Handout P-1 is to be kept by students for personal 
reference 

(Outcome: Punctuation practice makes perfect! ! ! Reviewing the rules 
helps . 



Ur i ting 



Grari'imar - Sentence Structure ( 3-4 days of activities 



Objectives; To review rules of constructing a grarrimatical ly correct 
sentence 

To recognize grammatically incorrect sentences 

Materials: Laugh Your Way Throug^h Grammar - text pages 65-80 
Handout S§-1 ""^ " 



Procedure: 1 . Using Practice Session #2 in Laugh , . . text, 

s+udents form teams and compete for number of 
cor rec t answers 

2, tBtudents discuss four types of sentences ( declar- 

ative, interrogative, imperative and exclamatory ) 

3, :3tudents write samples of each, pass around to 

another, who must check it and add another type 
to that paper 

4. Continue passing until each sheet of paper has ovie 

examp 1 e of each type 

5. Students form small groups and each presents to clas 

one kind of sentence structure error ( see 
Laugh . . . text pages 69-73 

6. Large group discusses Handout SS-1 ( instructor can 
add on more elements at this time ) 



7. More practice exercises can be found in Laugh text 
on pages 21 , and 39 



Outcome: A lighter approach to practice in forming grammatically 
correc t sentences . 



^6 




Objective; To practice the following usage forms of English 

Gerund 

Articles 

For .Since 

Already, Yet 

A i so , Too , E i ther 

Any , Some 

Would Rather 

Had Better 

Negative Auxi 11 iary Verbs 
It, There 
Supposed to 
Used to 

Negative Contractions 
, Word Order 



kflaterials: Handouts G 1 - Q 10 



Procedure: 1 . Use individual handouts for short lesson in that 

particular construction, or 

2. Include any of the handouts in a homework packet 
C see " Homework, opt. section) 



Outcome: Students a-e refreshed in the use of language elements used 
constant ly, but not necessarily correctly 




Writing 



Vocabulary Building - 5 days < notebook throughout session ) 

Objective: To introduce the concept of vocabulziry building as a mean 
to better understand printed material 
To introduce a method of vocabulary building 



Materials: Time Magazine article < Feb. 3, 1932 ) 

" Blame It On Japan " V IS, V 13 
Handout V 1 
Notebooks 



Procedure: 1. Students read article " Blame It On Japan 

2. Students attempt to define circled words 

3. Using classroom dictionaries, words are defined and 
the meanings shared. 

4. Discuss the difference in understanding of content when 
those words are understood 

5. Discuss need for a good vocabulary, and shsire possible 
ways to build one 

b. Distribute Handout V 1; have students read silently 

7. Students enter words from article in notebook 



Outcome: Students have begun a process that continues tnroughout the 
session, and hopefully throughout life. 



erIc best copy available 



l/OCABULARy BUUPING 



ThtfLt axtL many i&aioni io^ tntafiglnQ and impfLovln<j uuk vocabalaA.le.6 . 
Language 6cizntl&t6 have, ihown, thfioagh fitpzattd .fc<s,fiiig, that a peiioii'i 
vocabulafLtj can be a mea^u-^e kU/htx i^o^itlon In tli^z. 8-cggei vocabataKij 
can fae xzlatiLd to highzn. achlzv cmtnt . KnovilnQ a QKcat mamj looidi,, bc^»ig 
ablt to andzKitand thzm and u4e them ciidctlvQ-lij in 4peec/i and vixltinQ, a.6 
c'Sient-tat to AucceiA. 

[iniofLtanatzty, many 4e£dom acqu^-te iicto lOoAdi uut 

vocabu£a/i^e4 ajJ-teA. tfie age oi tvrnnty, when ouk 6chaoii dayi a/ie ove.i. TkU 
dozi not mean, however., that ou-^ tiioxt .ihoatd itop. We can .stityc 
•cmp/iove; we can bulid a laxqzK vocabutaiij , we hat tnj. 

The. Ame.fLlcan piychologlit OllZtiam Jamc6 de.\;i.6vd a 6iji,tc.m ic/icAcfai/ 
anyone can build thelK vocabulaxy .*Thi6 4 {/item i6 ba^cd an c'lcat^iiQ a habit 
oi dctihtxatety building youn. vocabulary , da.Uy, H poi sibCc . T/u' 5 \iabit 
^LCitt vocKk to build a bett&K vocabulary iar be.tte.n. than tha oooa6i tc-iiaC e.ifi0Kt. 

The .iy6tem con6i6t6 Oj$ the ^ottoioing itep'i,: 

1. Beg^n the habit with a -it-iong puipoie- t/ic btit one bo-t'ng 
a more regarding lif^e. 

2. Try not to break the habit - attempt -to f^ind even juit a 
j^ew minuter per day. 

3. Start at the iirit available oppor.tun.it y , and try to enjoy 
the activity until it become.i> a flavor itc. 

4 . Keep a notebook. 



The R.'.adct's Digest " 21 Days To A Bcggc-i Vocabutary " 
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Writing 



Objectives: To develop the habit of vocabulary building 



Materials: Notepad, notebook, menio pad ( any type ) 
Dictionary 
Thesaurus 

Various sources for new words ( books, magazines, 
newspapers, labels, etc . ) 



Procedure: 1. Student identifies a notebook C notepad, rrienio book 

etc. ) as a " vocabulary " notebook 

2. Notebook is begun with this lesson, then kept 

available for ready use throughout the session 

3. Student chooses a source, or group decides on one 

together, then begins to look for words fitting 
any of these categor ies : previously unknown word 

difficult spe 1 1 i ng 
uncertain def ini tion 
very interesting 

4. Student enters the word C putting the date on each 

new page ) and doublec hecks the spel 1 ing 

5. After a designated number of words have been found 

C instructor or c lass can dec ide on the total 
number , ) student beg i ns to 1 ook up the 
roeanings of each new word. 

6. If time permits, words can be used in a sentence 



Outcome: Students begin to realise how many words they encounter 

daily that can become a part of their vocabulary through 
this habit. 



CO 



Writing 



Vocabulary Building - Word Sleuthing < daily activity > 



To stif)rlulat'^ students to search for new words in ordinary 

printed sources 
To reinforce the habit of recording words in notebook 
To develop method: DWL 

D - Don' t know it? 

W - Write it down 

L ^ Look it up 



Vocabulary notebook < students each have their own ) 
Sources of words < books, magazines, newspapers, etc.) 
Classroom die tionar ies 



In groups, or independently, students sleuth ( search 
for ) new and/or interesting words 

Words are looked up in dictionaries 

Words are used in sentences 



Outcome: Checking notebooks on a weekly basis reveals many new words 
accummulated. 




Ojec tive : 




Hater ials : 



Procedure ; 1 . 




3. 



Writing 



Vocabulary Building - The Dictionary 

Objectives: To realize the importance of the dictionary to successful 

vocabulary bui Iding 
To analyze the content of a dictionary 
To appreciate the special helps ( information > the 
dictionary can provide 



Materials : Classroom dictionaries 
Handout V 2 



Procedure: 1. Distribute classroom dictionaries, allowing time for 

students to exam i ne 

2 . Distribute V 2 and discuss 

3. Students work on questions independently 

4. Share answers 



Outcome: Students become more familiar with the types of information 
c on t a i ned in the d i c t i ona r y . They beg i n to feel mo r e 
comfortable using it. 



THE PlCTIQWARy IS A TOOL 



Wfiltlng and ipzaklnQ ckq. ionm6 o^' commanUation. Th^ij a^c ttu'ii 
mo6t eiJiJec-ttue wfien mltafi and concUt. Tkl6 l6 lOluj thz w-tltcfi, on 

be pfiacliz, finding thz exact (LKpizi^lon oft looKd to convc.tj tlu>. dai-L-U'd 
maanlng. fofi thi6, thi. dictionary li Indlbpeni-ibe z . 

The. dldtlonaKy l6 aZ6o a tfL(i.a6an.tj «<serf hcfi looxd buiCding. It 
wjlZt fLcpay you a thouiand- ^old ^oa yoafi cxcuKiion-i, t/i^oucjh it. Wo-id-s aic 
kayi to Idzai and undzK6tandlng6 that can untock doo-n {^u-x ucn. 



U6e. a good dlctlona-xy to ajuwevi t/ic ^o^^o^^:i^\c^•. 
I. What IniofLmation about a iMoid doi'i an ei/fri/ Cfivc? 




2. What othzfi '6pe.clat /ie£pi' might a good dictionaAy give? 



3. How do yoa Locate a mud li yea caum<t i r- 
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Writing 



Vocabulary Building - The Dictionary 

Objectives: To practice locating information in a dictionary entry 
To understand how information is presented in an 
entry 



Materials: Classroom dictionaries 
Handout V 3 



Procedure: 1 . Distribute Handout V 3 

2. Students work independently, or in groups of two on 
the exercise 

3 . Share answers 



Outcome; Students feel a greater confidence in understanding the 
entry material. 




VOCABULARV 



BUUPIN6 - Vlctlonafiy Exe^c^^c "J 



the dlcUonaKy to iUl In ci(i^066 tha columns iox eac/i mxd. 



WORP 



SAVAGE 



MUSTANG 



GOVERWMEWT 



. PIRNPL 



OUARRV 



PROFESSION 
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NUMBER OF 
SYLLABLES 



PLURAL 



NUMBER OF | ETVMOLOGV 
MEANINGS 
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Writing 



Vocabulary Building - Dictionary Fun 

Objective; To practice using the dictionary to discover nieanings 
of unf ami 1 iar words . 

To apprec iate how the typa of word used can change 
people's perception of what is actually expressed. 



Ma ter i a 1 s : CI assr oorn d i c t i ona r i es 
Handout V 17 



Procedure: 1. Read #1. on Handout 17 aloud 

2. Students attempt to determine the meaning of the 

expression . 

3. Distribute copies of Handout 17 and complete 

independently, or in pairs. 

4. Students use dictionaries to discover meanings for 

unf ami 1 iar words 

5. Students substitute in other meanings until each 

expression is " decoded." 

Outcome; Students realize that the use of various vocabulary changes 
the manner in which language is perceived. 
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Wri ting 



Vocabulary Building - The Thesaurus 



Objective: To familiarize students with the thesaurus 

To practice using Roget's Thesaurus (non-dictionary 
form) 



Materials: Classroom dictionaries < if necessary ) 
Copies of Roget's Thesaurus 
Handout V 7 

Procedure: 1. Allow time for students to examine thesaurus 

2. Discuss/ elicit reasons for needing/using a thesaurus 

3. Distribute Handout V 7 and read 

4. Students work on exercises to find synonyms and 

antonyms 

5. Share answers 

Outcome: The thesaurus becomes " user friendly." 




THE THESAURUS 



Tha. th(L6au'XU6 ii a book compo6e.d oi &tjnonymi> ( wonds M-ith the <samt'. 
maanlnq ] and antonijm6 ( wo/idi with oppo4,Uo mL'.aninQi,) It. t i naaattj Cfie 
oppuiite. 0/5 a dictionary In that you alncady hava t/ie meaning bat necu the 
coKiect woJid to expKz64> It. A thziaaKui U an Invai'uabCe .te. fio umicc. icu^cc 
{iOfL -the {iOttotoing: 

- to avoid fLtpetltlon 

- to (^oxmatlze a plzcz oi u)xltlnQ 

- to ftlnd the exact wofid -in mind 

- to Kciei the ^OKlter .to other -letated wcidi, 

In the exeicUe that iottowi. we ullt be ailng ^0£^t;^_JjiC±c.t_n 
Qlopy.xlqht 1 946: Pocket Sooki, S.imon S Schu6te.x, IncT) 
There a^te other type& available that are organtzed <.n dec C.(.»»iaiy t^onn. 



I. Ex. The Index beglni on page 309 . Look up the ent-iy l,oi 'cold.' 

Tarn to "353 f^o-x examplei o(^ .the term •<» iti titi'rai ietne . 

II. Taxn to and i>tudy the Table of, Contenti, the Pl.au ci CCa .s ic ccaf ( cmi 
and the Tabular Synopi.U ojj Ca-tegorle^ . 

III. To iind a 6ynonym or antonym, Zook ciJ the Index not the vjond. 

It. iind an Idea, .xef^er to any related word in the Index and check 
the other u)ord6. 

7c> iind an appropriate new mrd or idea on a mbject, taxn to 
a related word or .to the Tabular Synop,il<> ci Categcxtci . 

IV. Fo'i p.iactlce wLth the The^aurui f,ind the i^cCeouunc) : 

Syno nyms ^yM'lL.. 

knowtedge .xeionanee 

bulmrk iorgivene-bi^ 

eanthty 90t)c< 

Catent dei^tructlun 



i'8 
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Wr i t ing 



Vocabulary Building -The Thesaurus 



Objective: To practice using Roget*s Thesaurus 

To appreciate the use of synonyms to achieve precise 
meaning 



Materials: Copies of Roget's Th esaurus 
Handout V S ^ 



Procedure: 1. Display the following example sentences. 

He marked the jar. 
He labelled the jar. 
He stamped the jar. 
He decorated the jar. 

2. Have students locate the word " mark" in the thesaurus 

3. Discuss the slight differences in meaning when the 

synonyms for " marked " are used 

4. Distribute Handout V 8 and discuss directions 

5. Students complete and share answers 



Outcome: Students learn to use the thesaurus to show subtler shades 
of meaning. 



6.9 



Wr i ting 



Vocabulary - Homonyms 



Objective: To understand what homonyms are 

To practice using some common homonyms 



Procedure: 1. Put the following sentences on the board or chart. 

The heir to the fortune inherited everything. 
The air in springtime is sweet and clean. 

2. Students locate homonyms and define them each 

3. Divide class into two groups 

4. Each group does half of exercise I and II 

5. Share answers 



Outcome: Homonyms often trip people up. Being aware of them helps. 



Wr i ting 



Vocabul&ry - Practice 



Materials: Handouts V 11, V 12, 16 
CI ass room Di c t i onar i es 
Thesaurus 



Procedure: 1. Use Handouts VI 1 , V 12, and V16 as additional 

practice in encountering words 
or 

2. Include Handouts in a honiework packet < see 
Homework , opt . ) 



Outcome: Students are amused, while encountering new vocabulary 



Wr i ting 

Vocabulary - The Euphemism 



Objective: To understand the term euphemism " 
To understand why euphemisms are used 
To practice using them 



Materials: Handouts V 14,15 

Procedure: 1. Distribute Handouts V 14,15 

2. Students read silently first two paragraphs 

3. Do section I aloud, together 

d. Students do section II independently, then share 

5. Do section III aloud, together 

6. Students do section IV independently, then share 



Outcome: Students have heightened awareness of the occasional need 
for softness of expression. 



ERIC 
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READING 



2 DAYS 



VI Vocabulary in Context 

Context & Analogy Clues 

Handout VI (3 pages) 
Handout V2 {6 pages) 
Handout V3 (1 page) 

Work Related Words and Terms 

(Nouns, Verbs, Adjectives, Adverbs) ~~ Workers use words in 
context to give others their meanings 

Pretest: 23 words in context students write the meanings of 
isolated words before seeing them in context (from Handout VI) 



Posttest: meanings of words in sentence context 
Vocabulary in paragraph context 

Car Caravan (Handout V3) description of a car/names 



ERIC 
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Writing 

Vocabulary Building - Word Analysis 

Objective: To learn rrots, prefixes, ans suffixes as a rfieans of 
increasing vocabulary 

To learn roots, prefixes and suffixes to aid in deter- 
riiining meanings of unfamiliar words 

Materials: Opportunity For Skillful Reading - text 
Handout V 4 

Procedure: 1 . Students " teach " a partner student the roots, 

prefixes and suffixes found on pages 72 -74 of 
Oppor t unity For Skillful Reading 

2. Students *' quiz " their partners on the meanings and 

spel 1 ings 

3. Partners meet again, reversing roles, to reinforce 

4. Students read Handout V 4 

5. Students find a second C third, etc. ) example word 

for each prefix 

Outcome: Students realize that knowing meanings of basic roots, 
prefixes and suffixes increases their ability to under- 
stand unfamiliar words 
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Writing 



Spelling Practice - The Competition C 4 weeks/ once per week ) 
Objective: To practice 100 commonly misspelled words 
Materials: Handout V 5 

Procedure: 1. Distribute copies of Handout V 5 

2. Allow time for students to read and study words 

3. Divide class into 4 teams - assign 25 words each 

4. Competition - instructor asks for spelling of word 

from each team, awarding one point for each 
c or r ec t response 

5. Highest score after all 25 wins!!! 

6. Rotate words three times with each team 

Outcome: Commonly misspelled words will not be. 



100 COMMONLY MISSPELLED WORDS 



accommodate 

achievemsnt 

acquire 

among 

apparent 

argument 

arguing 

athletics 

belief 

believe 

beneficial 

benefited 

bureau 

business 

category 
comparative 
conscious 
controversial 
definitely 
definition 
define 
' describe 
description 
despair 
disastrous 
effect 
embarrass 
environment 
exaggerate 
existence 
existent 
experience 
explanation 



February 

height 

immediately 

interest 

its, iVs 

led 

lose 

losing 

marriage 

mere 

necessary 

occasion 

occurred 

occurring 

occurrence 

opinion 

opportunity 

parallel 

particular 

performance 

personnel, personal 

possession 

possible 

practical 

precede 

prejudice 

prepare 

prevalent 

principle 

privilege 

probably 

proceed 

procedure 



profession 

prominent 

pursue 

quiet 

receive 

receiving 

recommend 

referring 

remember 

repetition 

rhythm 

sense 

separate 

separation 

similar 

studying 

succeed 

succession 

surprise 

technique 

then, than 

their, they're, there 

thorough 

to, too, two 

tomorrow 

transferred 

unnecessary 

villain 

write 

writing 
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V5 



Writing 



Objectives: To develop additional vocabulary words 
To improve spel 1 ing 



Materials; Handouts G 12 - G15 



Procedure: 1 . Use handouts as short lessons for accumulating new 

vocabulary words, having students do Exercises A and 
B, then quiz each other on the spelling of the words 
or , 

2. Include as part of a homework packet < see Homework, 
opt. section) 




PREFIX 




cNGLiSH WORD 


ab-p a-, abs- 


away , irpin 


ao Stain 


ad- 


tO » lOWcLTQ 


adjacent 


onte- 


DGiore 


antecedent 


anti- 




antidote 


bi- 


f wo 


bisect 


circuTTi - 


ajrOUnu 


circumlocution 


cata-, cat-, cath- 




cataclysm 


cfant ra- 




contrary 


de- 


Qown , iron) 


decline 


di- 


twice 


diatonic 


dis-, di- 


apart » away 


dissolve 


epi-> ep-» eph- 




epidemic 


ex-, e- 




extricate 


hyper- 


t^jsy\jii\ji f over 


hyperactive 


hypo- 
^ w 


uiiuer, uown , less 


hypodermic 


in- 




instill 


inter- 


aiiJi^^ii^, ueiween 


intercede 


intra- 




intramu7/al 


meta-, met- 


KJvyijiiKi , uiong^ wiin 


metaphysics 


mono- 


one 


monolith 


non- 


no, not 


nonsense 


Ob- 


ag^oJuiSt 


obstruct 


para-, par- 


beside 


parallel 


per- 


through 


permeate 




before 


prehistoric 


pro- 


before 


project 


super- 


above 


superior 


tcle-, tel- 


across 


television 


trans- 


far 


transpose 


ultra-' 


beyond 


ultraviolet 
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Wi*i ting 



The Paragraph 



( 2-3 Day Activities ) 



Objectives: To ap»preciate that the well- composed piaragraph is basic 
to good writing 
To review types of paragraphs 
To practice developing good paragraphs 
To be ab 1 e to rev i se a par agr aph 



riaterials: Handouts P-1 , P-2, P-5 

Procedure: 1. Discuss how and why written material is organiiied into 

paragraphs ( What would written communication be 
like without them? ) 

2. Refer back to Handout W-1 " How Meaning Progresses " 
and where the paragraph fits into the progression 

3. Form six small groups 

A. Using Handout P-1 i each group chooses a type of para- 
graph and writes a sample of it, collectively 

5. :5hare each sample with class and critique 

S. Students work independently, using Handouts P-1 and 
P-2., to develop a paragraph 

Suggestion: students make up topic sentence, 

students then create details (exarfiple, 
illustration, comparisons, etc . ) 
Students add f inal , transitional 
sentence as if to proceed to next 
paragraph 

7. Students read Handout P-2 silently and check their 
paragraph 

S. :5tudents form pairs, or very small groups, to work 
on revising their paragraphs, using P-1 and P-2 as 
guides 



Outcome: It is emphasized that 
composition, and the 
i down of the elements to 



the well -written paragraph is basic to 
composing of one requires a breaking 
strengthen the whole. 
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BASIC LANGUAGE I PARAGRAPH 



ah a unit in thd dzvtlopmznt hi^/hQ-i -sub/ec^. It < 6 u6UixH'ij /Sct iif,,{) h{{ 
indcntaticyib , bat aZ^o 4^/i^fee<s tlit mind a<s a aiu..f bccaa.6c o ^/tc -Tef .•.•(^.{cn- 
'i/t.tp among thd ^itcLttmznt6 it contains . A pa^agnaph ^6 co yu^ dc-'ted a ttagc 
in thz i-toio oi thz u)/iitzn,*h thought. Pa/iagnaplu can ^apaxatc, a 6 cjef.-C a.6 
join. The, impon.tanct oi the. pa/iag^aph to uniting can b(!6t be c xpA- c^-s erf hij 
thQ. {^ollou)ing quotz by C.S. BaZdioin: 

" Anyone ivho can iOKitt a good paKaghaph can iv'citi' a goad papvx, " 

Type.s 0 paA,agn,aph6 akc* 

1. Exp04iitoA.y - pAogKammatic, tnanbitionai: ^ammaKLz ' uc] 

2. Uan.n.ati\)t - 6hou)ing Qvcyit^ in t-imii o^dc^ 

3. Vc6cA.iptiv(i - a detailed picture home object on piacc, 

giving a complete pxc6i' iitation loiih acca-iacij ami 
compactnc66 

4. Pxocchh - hhovoing hcqucnca 

5. PcKhuahivc - ah6CA.ting a point o <^ uxc.iu 

6. CompaKzl Contn.a6t - Kttating matQ^nai! po^int bij pi-int 



Vcv{.' dopmcnt o a pa/iag/iaph incZudt^'h: 
1 nCxoduction/ Topic sentence 

Body - details, explanations , iH'ustnatUnu, cxampteh, Hcgicai' 

patterns , compaA.i6on6 , contnahth , caiue I a c t, dcduc tian 
indactio n, de {^initio n 

Txdnhitional' Phxahcs 

[opti: nal) Recaxxent Texmh 

Revision o{^ paMagn.aph inctudes : 

Lack 0|5 local 
Undeveloped generalities 
Inclasion o{^ andevetoped a{^tenthoaglit.!i 
Repetition o^ point al/ieadij made c^'ca'i 
V Lack 0^ unity in pJiesentation o details { nambl'i\u\ .) 



^ BEST COPY AVAILABLE 
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Ur i t ing 



Transitional Sentences Between Paragraphs 



(Dbjectives: To recognize transitions 

To complete a paragraph with a transitional sentence 
To begin new paragraph based on previous transition 

Materials: Classroom dictionaries 
Handout 

Pi-.jcedure: 1. Students choose a subject C ex. vacations, or children, 

cars , etc . > 

2. Students for groups of no more than four 

3. Each groups begins writing about the topic, with one 

introductory sentence 

4. Pass papers around, next groups must add supporting 

details 

5. Pass again, this time adding supporting detail of a 

different type, if possible, or more of the same 
( still within same paragraph ) 
G. Pass again, this time the group must make a transit- 
ional sentence 

7. Pass again, the new groups beginning a new paragraph, 

based on the prior transition 
S. Continue passing until the subject has been reasonably 

covered 

3. Read essays aloud and critique 
Gutcome: Fun way to practice transitions, and develop paragraphs. 
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Writing Outlining For Paragraph Writing 



Objective: To recognize the elements of a paragraph 

To break those elements down to outline form 
To identi f y types of paragraphs 

Materials: Handouts P-1 and P-5 

Procedure: 1. Students form pairs, or very small groups, and review 

Handout P~l 

2. Students analyze P-5 " My Job in an Apple Plant " for 

the f ol lowing : 

- f i nd , or paraphrase , top i c sentenc es 

- 1 ist supporting detail beneath each 
~ f ind transi t ional sentences 

- tel 1 what type each of the f ive paragraphs 

- tell why this paragraph does not need 

rev is ion 

3. Students put Handout P-5 in outline form using the 

following format (. instructor displays on chart or 
board > 

Main Idea - Title 

I. Topic sentence - paragraph #1 

A . supporting detai 1 

B . supporting detai 1 , etc . 

II. Topic sentence - paragraph #2 

A . supporting detai 1 

B . supporting detai 1 , etc , 

IV . Topic sentence - paragraph 

A . supporting detai 1 

B , suppor t i ng de ta i 1 , etc . 

V , Topic sentence 

A . suppor t i ng de ta i 1 

B. supporting detail, etc. 

A . Share outl ines and cr i tique 
Outconte: Practice in both outlining and paragraph development !ie.l|:«s 
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UNIT V: PARAGRAPH WRITING (8 DAY UNIT) 

PI - Coinpare and Contrast Paragraph 
P2 - Explanatory Paragraph 
P3 - Procedure Process Paragraph 
P4 - Persuasive Paragraph 

Incorporate grantnar and "cheater spelling list' 
Give "rules" — 2 syllable words, etc. 



WRITING DAY 17, 18 

PI Paragraph Writing (2 day activity) 

1. Write a Compare & Contrast Paragraph 

I. Topic Statement 

- Point by Point 

One side at a time 

- Related to Previous Article: Gasoline vs. Electric 
(Handout N3) 
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WRITING DAY 19 r 20 

P2 Writing an Explanatory Paragraph (2 day activity) 



I. Topic Sentence - 



Key words of explanation (adverbs - because, 
when • • • ) 

Workers choose topic (related to job task) 
Write explanation of job place or problem 
Read aloud to another 
Switch papers 
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P3 Writing a Procedure or Process Paragrap h fSecmence) 



ERIC 



I. Topic Sentence 

II • Transitional words 

- First, second,-.., next,..., furthermore... 

1. Workers write a simple procedure of job task 

2. Read aloud, see if others can follow and repeat 

Handouts: P3 (2 pages) Writing an Explanation in Sequence 
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WRITING 



DAY 23, 24 



P4 Persuasive Paragraph 

I. Topic Sentence with Point of View 

II* Three-Five specific details to support topic sentence 
(why) 

III. Conclusion of Paragraph 
1. Skills: 

- Persuasive words (efficient, beneficial, 



2. Write a persuasive paragraph explaining some plan for 
improvement at GM 




encouragement. . . ) 
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Wr i t. i ng Desc r i pi i on 



Objectives: Writing accurate descriptions 

Fo 1 1 ow i ng d i r e c t i ons ^ 

Mater ials : Stapler 

Procedure: 1 . Discuss the importance of being accurate when you 

describe something, espec ial ly on the job 

2. Display stapler so that everyone can see 

3 . Instructor gives f ol lowing directions : 

Urite three short descriptions using the stapler 

- phys i c a 1 ( wha t i t 1 ook s like ) ) 

- operation ( how it works ) 

- use ( how it's used ) 

4. . Read aloud and critique C look especially for the 
second and third descriptions to be confused ) 

5. Descriptions can later be turned into paragraphs ; 
using P-1 through P-5 Handouts as guidelines 

Outcome: Students must concentrate on keeping the exact instructions 
in mind 
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UNIT IV: DESCRIPTIVE WRITING (6 DAY UNIT) 

01 - Adjectives and Sensory Words 

02 - Prepositions 

03 - Writing Clearly (2 days) 

04 - Writing a Memo 

05 - Writing a Letter or complaint 
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WRITING 

Dl Descriptive Writing 

!• Adjectives: Use of sensory words 

Handout: Dl (pages 1 & 2) 
2. Write a description: 

of machine or equipment used 

- of working conditions 

- of relation with co-workers, supervisor 

- of GM cafeteria food 

- of what the "perfect" car would look and perform like 



CO 
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D2 Prepositions 



Handout D2 

1. Prepositional phrases: 

- Write jobs tasks using varying prepositional phrases 

- Nuances of meanings (near, next to, beside, by) 

- How are they different? 

2. Role playing of worker doing a task while others write 
down what they are seeing. 

3. Write a task that incorporates a prepositional phrase 
and workers perform tasks. 
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Writing 



Analysis/ Opinion ( 3-4 day activity ) 



Objectives: To practice the process of analysis by breaking subject 
into component parts , 
To outline ideas as a prelude to writing 
To or gan i ze info r ma t i on 
To construct well-ordered paragraphs 
to organize paragraphs into a whole work 
To edit for content mistakes 
To proofread for mechanical mistakes 



Materials: One, or more, pictures ( reproductions ) of art works 
Example A-2 
Classroom dictionaries and thesauruses 
Handout A-1 

Procedure; 1. Discuss those elements that make up a work of art — 

display on poster/ chart 

Ex. -type of work ( landscape, seascape, por- 
trait, still life, etc . ) 

- medium ( oil, watercolor, ink sketch, 

- use of color 

- composition 

- background of artist ( if available ) 

2. Students choose work of art, or study designated one 

3. Students work independently on Handout A-1 

4. Students outline information in order of elements 

they are including 

5. Working from outline, students write first draft of 

c r i t i que 

6. Students edit draft, then write final draft 

7. Students proofread final draft and recopy 

Outcome! Students have composed and edited their own art critique. 
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Langaagz Skllt6 
naty^J^^ /O pinion flil^^tlng 



U6Z ihe f^oltouiing quz6tlon6 to hzlp analtj^t a p^ece aKt ( pcUntlng, 
d^avolng, .4fee>tch, 6cuipt. e^c. ) An^uJe/t thz quai^tionb , thtu aic thl6 in 
matlOA, and whatzviiA> othz^ '^nio^matlon you {^^^^ valuabZt,to L{)^'iltQ. ijo 



J. What li> thd tttlz oi tht u)OAk, the name o tlid a^tt-i-^t, and can 
thd a^t be u^etued? 



2. What intz^^^tlng about tkt a^xti^t and h.L.^/lw.'i (*c.<i' ok ija^t'i 



3. W/icM ii)a.s the, u)OKk dont? Vot^ It ^e^pKt^ant any panticufa^ ^tijLc ai 
" 6chQot " oi a^t? Ha6 thl^ aKtl^t bz^n tn^^uQnctd by ^kmmccmu', in ha t> 
nf^lutnczd anyom zZ6z? 



4. I?e6C't.(be -t/ie woA.fe phystcalty . 



5. TefC about thd u6Q. o^ colon., on ^onm. 



6. I it (6 a pictun.il on. 6culpt, hoio i6 it Oi-iupo i cm/? 



7. I ,{ ic <6 a ptctun.<L, lohich typa is it: (and i^capc , t^cascapi', pcnfun 
5t(lf (*iUf -sceneAiy? 



What t/ie mood, on tont, o <^ the i\)cnly: l/cu' 
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WRITIMG 



DAY 13 > 14 



D3 writing Clearly 



(2 day activity) 



Handout D3 (pages 1-6) 

1. Effective tips include: 

- Avoid jargons 

- Descriptive language 
Brevity 

- Sequence of ideas 

- Verbosity 






i" 
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WRITING 



DAY 15 



D4 Writing a Memo 



Handout D4 (pages 1-3) 
1* Format, Purpose: 

Time saving 

- Convenience 

- Written Record 

2. Workers write memos 




WRITING 



D5 Writing a Letter of Complaint 
Handout D5 (pages 1,2) 

1. Comparison of two letters of complaint 

- cause of problem 

- method of solving it 

2. Workers do their own 
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Descriptive 



To develop descriptive writing ability 

To better desc r ibe i terns for Resume wr i ting 



Handouts D3-1 through G 
Handout D-G 



1 . Students review Handouts D3-1 through D3-6 for tips 

in writing c lear ly 

2. Using Handout D-6, students work independently on the 

f o 1 1 ow i ng wr i t i ng ac t i v i ty : 

- describe your job here without using the official 

title ( see #5 ) 

- desc r ibe your yardwork at home quant i tat ively 

( see #2 - tell how rfiuch you do ) 

( student can use interior housework, if desired.) 

- go back over both descr iptions and under 1 ine any 

" jargon " 



Outrorrie: Students practice focusing their descriptions for a purpose. 



Objective: 



Mater i a Is : 



Procedure : 



UNIT II: NOTES, LISTS, FORMS, LOGS, PROCEDURES, 
DOCUMENTATION (2 DAY UNIT) 

Nl - Filling out forms and role playing of form situation 

(oral coninunication) 
N2 - Documentation 
N3 - Procedure Writing 
N4 - Note Taking 
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Wri ting 



Organizational Skill/Mapping 



Objectives! To understand the underlying organization within well- 
written work 

To develop the ability to break down information by 
mapping 

To appreciate mapping as a means of better comprehending 
author's purpose in written work 

Opportunit y For Sk illful Re ading - text pages 24-41 
Handout M-3 

1 . Students read silently, text pages 24 - 27 < top > 

2. Using Handout students work in small groups to 
organize their own information, using the following 
directions: 

- Subject - " Transportation By Air " 

- List all appropriate means of transportation 
List details about each 

3. Fit same information into Map Structure 

4. Pass each group's Map around until all have seen 

5. All read text pages 27-40 to reinforce 

6. Check small group Maps against Summary on page 41 
< each group checks another's work ) 

□utcome: Mapping helps reader see the organization and hierarchy of 
information in written work. 
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Mater ials : 




Procedure : 

4 - 
9 
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Mapping 



SUBJECT: Transportation By Air 



1 . Means 

detail 
detail 

2 . Means 

detail 
detail 

3 . Means 

detail 
detai 1 

A . Means 

detail 
detai 1 

S . Means 

detail 
detai 1 



Map 



Means 



det, 



ils 



Main Idea 



Means 



deta L Is 



-X. 



Means 



Means 



detai. Is 



detai Is 





Means 


detai 


.s 
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UNIT III: OUTLINING AND SUMMARIZING (2 DAY UNIT) 

01 - Outlining 

02 - Summarizing 
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imiTING 



DAY 9 



Ol Outlining 

1. General Outlining Skills 

A. (general ideas) 



1. 


} 




2. 


) 


Details 


3. 


) 




B. 







1. 

2. 

2. Worker writes job descriptions and then categorize them 
and organize them into an outline (sorting, lifting, 
placing , connecting) 

3, Organization of Thoughts in outline form for Paragraph 
writing 
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02 Summarizing 



1. What is summarizing? 

2. Handout - 02 

- Listen to article, read aloud as they follow along 
with own copies 

Summarize in 3 sentences 

- Summary words (therefore, in conclusion, in endxng) 

- Summarizing for paragraph/ letter writing 



WRITING 



DAY 5 



Nl Filling out Forms 



1. Skills ; 

- Providing information (personal data, job history, 
etc. ) 

Interpreting a form already filled out 
Application of skill - filling out a blank form 

2 . Use of GM forms: 

Vacation Request 
Unemployment 

- Job Application 

Handouts: Nl, 1-7 



104 



N2 Documentation rintro to concept. Recording of facts & 
logs) 



!• Read Procedure : 

- What to do when defective parts is found 

2 . Write ; 

- Documentation of defect in part (Worker) 
Supervisors written response on how to handle defect 

3 . Other : 

- Elaborate on (N2, pg. 1) 

- Visual Inspection for Packers 

A. Alignment of Tape 

B. Bubbles in Tape 

- ex: the last two inches of tape have noticeable 

bubbles 

C. Finish on Part 

- ex: the finish is smooth & dull in others 

D. Complete Paint Coverage 

E. Excessive Paint 

F. Length, Mitze & Chisel 

G. Width 

H. Height 

Handouts: N2, pg. 1, N2, pg. 2. 



WRITING 



DAY 7 



N3 Procedure Writing (Lists!! Not in paragraph form^ 

1. Lists of step-by-step job related task methods 

2. Specific Vocabulary: (Sequence words) 

3. Verbs of Activity: (related to job) 

- join, connect, adhere 

4. Eliminating excess words (Editing) 

5. Grey Manual: ((Tool Room) p. 1-2) 

Lockout Procedure A-D 

- Radial Drill Operators, p. 5,6 

- Analysis of Written Procedures before writing their 

own 
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WRITING 



DAY 8 



N4 Note Taking 



1, From: Gasoline vs. Electric: The Trade Offs are Tricky 

- Content in comparison/contrast article 

- Teacher orally reads article 

- Students take notes 

- Form list pros and cons 

2. Oral Debate in class 

- Students present points of view, Gas vs. Electric 
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speak ing 



Objectives: To practice clear, well-paced speech 

To read aloud for the enjoyment of others 



Materials: Copies of poem " Robinson Crusoe " ( S-3 ) 
( optional ) tape recorder 



Procedure: 1. Discuss characteristics of speaking/ reading that 

is . enjoyable 

2. Students read poem silently 

3. Small groups read aloud, in term, each stanza 
C tape recorded ) 



Outcome: Students realize that certain attributes jf speech make 
listening easier, and more enjoyable 




ROBINSON CRUSOE'S STORY' 
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The night was thick and hazy 

When the "Piccadilly Daisy" 
Carried down the crew and captain in the stti; 

And I think the water drowned 'em ; 

For they never, never found 'em, 
And I know they didn't come ashore with me. 

Oh ! 'twas very sad and lonely 

When I found myself the only 
Population on this cultivated shore; 

But I've made a little tavern 

In a rocky little cavern, 
And I sit and watch for people at the door. 

I spent no time in looking 

For a girl to do my cooking, 
As I'm quite a clever hand ac making stews ; 

But I had that fellow Friday, 

Just to keep the tavern tidy, 
And to put a Sunday polish on my shoes. 

I have a little garden 

That I'm cultivating lard in. 
As the things I cat arc rather tough and dry; 

For I live on toasted lizards. 

Prickly pears, and parrot gizzards, 
And I'm really very fond of beetle pic. 

The clothes I had were furry. 
And it made me fret and worry 
When I found the moths were eating off the hair ; 



And I had to scrape and sand 'em. 
And I boiled 'em and I tanned 'em. 
Till I got the fine morocco suit I wear. 

I sometimes seek diversion 

In a family excursion 
With the few domestic animals vow see ; 

And we take along a carrot 

As refreshments for the parrot. 
And a little can of junglebcrr}' tea. 

Then we gather, as we travel. 

Bits of moss and dirty gravel. 
And we chip off little specimens of stone ; 

And we carry home as prizes 

Funny bugs, of handy sizes. 
Just to give the day a scientific tone. 

If the roads are wet and muddy. 

We remain at home and study, — 
For the Goat is very clever at a sum. 

And the Dog, instead of fighting. 

Studies ornamental writing, 
Wliile the Cat is taking lessons on tlie drum. 

We retire at eleven. 

And we rise again at seven ; 
And I wish to call attention, as I close. 

To the fact that all the scholars 

Are correct about their collars. 
And particular in turning out their toes. 

Chamlks EowAiu Cahiyl 
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I. Practice reading the poem aloud. Try to get the swing of it, and read it with a sort of chuckle 
as Carryl intended you to. 

II. Think about the following, and be prepared to talk about them: (1) The funniest thing in 
"Robinson Crusoe's Story/* (2) The most surprising thing. 

III. On tablet paper, write a story called "The Time I Dropped In on Robinson Crtisoe." 

' From Davy and the Goblin, by Charles Edward Carr^-l. Used by permission of, and by arrange- 
ment with, Houghton Mifflin Company, publishers. 



TJJW 



.Class. 



S-3 



Oral Presentation (Problem with Presentation and 

Interpretation) 
Oral Presentation (Role Playing and Active Listening) 
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mxiTiuQ - 

L3 Oral Presentation of Job Task 

- Slowly 

- Clearly 

- Technical words 

- Sequence 

- Pitch 
Rate 

1. Job Task Description 

- Other student duplicates instructions. 

- Match/ evaluation 

( Need small items: cups, pens, boxes, props) 

2. Brainstorming 

- Problems in presentation/ interpretation 



Handout L3 - Point of view language use 
Discuss: euphemisms and tact 
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DAY 3 



L4 Oral Presentation - Role Playing, Active Listening 

1. Oral Presentation 

- Role Playing (Supervisor/Employee situation) 

- Write script, in pairs 

2 . Quality Circle 

Expressing feelings on job related topics 

3 . Active Listening 

- Clear: Needs known 

- Non-threatening 

Handout L4 - Alliteration as a key to auditory memory 
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LISTEHIUG 



Kcknoi/itzdQZ - letting pzoptz know you htan, thKomgh vt/ibal, 

vocat, and v^6uat ijeedfaacfe 

RZ6pond - giving back ^n^OKmation: a^k quQ.6t^on6 , a6k {^ox 

cZa/L^ ^^cat^o n 

Exz^ci6Z Emotional Contnot - Intc/tp/iztatlon, decoding, and placing 

value judgements 

Sense - listening between the lines, unde/tstandlng the 

In^e^ence 

StKuctu^e - feedback topic: main points, rationale, cons Istancy , 

sequence o^ Ideas 



1)3 



WniTTEN/ORAL COMMUNICATION 

UNIT I: LISTENING SKILLS (4 DAY UNIT) 

LI - Listening Comprehension (Interview) 

L2 - Listening Comprehension (Listening to Article) 
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WRITING DAY 1 

LI Listening Comprehension (Inv",erview) 



1. Icebreaker Activity; 

Partners (Interview for 10 minutes) 

- Oral Introduction of Partner 
Iitportance of Oral Communication 

- Each person says his/her name and something he/she 

likes. Going around the room, each person adds his own 
information, but first repeats the previously said 
information. 

2 . Characteristics of Good / Bad Listeners 

~ Handout LI 

- Write 5 characteristics of 

a) a good listener 

b) a good speaker 

3 . Role Plav 

- Listener / Speaker situation 
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L2 Listening Comprehension (Article) 



Teacher reads "Big Plans for a Small Car." 
Students write responses to listening comprehension 
questions 

Handout : L2 



WRITING DAY_2 

L2-A Listening Comprehension Questions 

f Article - "Big Plans for a Small Car") 

!• Who was Bob Stempel^s predecessor? 

2, What kind of management style will Stempel bring to GM? 
3* What changes at GM did Smith introduce in the 1980 's? 

4. What is the product Smith considers to be his "crowning 
achievement"? 

5, What is different about the labor-management partnership 
at Saturn? 

6* What is the price range of the new line of Saturn cars? 

• 7. What are two difficulties Saturn is likely to encounter 
on its road to success? 
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SATURN ^ 
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A Trojan Horse 
In Europe? 



Japan s top computer firm 
bu'-^ a Continental jootliold 



or years IBM's compciitors have 
been uoggodlv 



P been uoggodly pushir.i: lo break 
lock ihe American giuni hold.s on 
doba; markci for compuiers. Siill. 



the 
Bie 



Rollins It out in 



SIIe**e«: S.emp.l. UJLW. I«»d«r Ow.« Bicb«r. Smith and LeFaove 



Big Plans for a Smalt Car 



New boss Bob Siempel aims :o make GM S latest model a hit 



The new chairman had been on ihe job 
W.\ only Ti few hours. Bui when Mg, 
ran-r. l^ben Sicmpc! appeared :ii his first 
press conference as head of General Mo- 
lors last week, he Icf: no doubt about who 
was in charge. Sicmpcl. 57, an engineer 
whose b«.KDming baritone and engaging 
n'.nnncr offer a^stark contrasi to his ciffi- 
i dent Dredcccssor B ^crSmit h> immediate- 
i Iv put into effect a lop-IcVti reorganization 
of the slumping giant. Removing a layer of 
executive management, he launched a cam- 
paign to pu: decision-making power into 
thc'hands of the automaker'? eight di%> 
i sions and dozens of subsidiaries. 

StcmpcVs arrival at the lop brings a 



^ct the product Smith considers to be 
his qowjiiniLJdlic^cjT^ Saturn, ij^ just 
nov^niSading tovJarJThc marketplace. An 
entirely new namcplaie, Saturn is a S3 bil- 
lion gamble that GM can design, build and 
sell small cars lo compete with Japanese 
automakers. The day before his retire- 
ment. Smith fulfilled a five-year-old prom- 
ise lo drive the first Saturn car off the as- 
sembly line at ;hc company's new plant in 
SprineHiU.Tcnn. « 

Sa"tum is the product of a unique labor- 
manaccmeni partnership, in which the 
Unite d Auto Workers union paraciE a^cs 
i n'everv managemer: decisja n" S^ms 
r,n« a . workeri. who were chosen trom un:oni2ed 

newma^^gement^^^ ?T^T.2'm"m 
est industrial corporation (19S9 sales: ^.^ J^^^f^-^^^^^^^ 

?126.9billionlth^ghd^^ P^'«d Sm0' X)-to.S12,00U 

is rccardcd as a masterly team plavcr. 



ranac. a.;ns at the heart of traditional Japa 



whiic'Smiih ^^as known U^'J-suliiaryauro- 
cr:.: whose temper often iiot the better of 
iiiir.. The Smith years sh»x)k GM down lo 
its chassis. In a massive corporate restruc- 
turing in ;hc mid- 19S0S. Smith 
changed jh^^ descriptions 
of vi rtually everyone in the 
d6w7\5lriiir 



■-rr|;;npanv d6wfl5iZi:u"Tn his 
prg aScts t\vi gc. a nd inves ted 
tMTTiv Mjsot'd ^f^'in hi*:h lech' 
noIocNiand roboti^ . 

Smith spOTT^T estimated 
S77 billion on new investmcn;^ 
I a spree that included the S5 
j billion acquisition of Hughes 
1 Aircraft and the S15 billiw^n 
' buyout of Electronic Data S>*s- 
; terns. While Smith's organisa- 
! tional upheaval achieved in- 
. creases in the quality of GM'5 
products, it also created new 
i pro?>lcms. most notably a sc- 
; nes of uncxciitftg. loi>k-alike 
car m<>dcls. During the SUs. 
GVi s ^hare of the ^'.S. auto 
r-.arKct declined from ^f^^c to 
as low u^520,. 



LongTn'p 
To Saturn 



ifi^O Ateamo(99 



around thtwortdtc find tht: 
biifutomaldniidw. 

1QM Cn»irm«nSm»tn 
iwO^ annouiKtftthc 
$3 billion small-car prcitct. 
code-namtdS<tur?^. 

IQfiC SonngHill.Ter 
1222 iscboitnaspUn: 
sitt. Enginctrinc btfins 

inOetroit. 

4 AAA StcretwcfKing 
i"Ov pfo:otyptis 
phc;9griohtdby 
jojf nal'Sts on a ttst trtk. 

100 A inJuiy.Smitn 
iWU orivts first prodMC- 
- tion ff^oM. Cars shoule ID 
on sait bv Ocrcatf^j 



nesc strength. **Wc intend to be better 
than Honda Gvic right out of the box. 
says Saturn president Richard ("Skip ) 
LcFauve. Early reviews of the car in the 

automotive press have been 

favorable. 

Stcmpv! « starting out on 
a steep urhill grade. While 
its market share has re- 
bounded to 36%. GMWws 
growing rivalry ^^TrtapT^ 



Blue controls more than 35% o\ the j 
worldwide business, fa: i:* >rc than ain- ot , 
its rivals. Buv last week Japan's leading ; 
computer firm. Fujitsu, moved somcwhai 
cioscr to realizing the goal when \^ ; 
.urced to pay SI. 3 billion for an S0^'< 
stake in International Cor.i)uterb Limii- 
ed. Britain's icading computer manufiic- 
turer. The deal, -vhich must still be ap- ^ 
proved by the Briti.^h govcrnmeni. is j 
Japan's largest acquisition in the comput- 
er industry, and will give the combined 
firm almost 6% of the world market j 

The takeover w-i;l vault Fujitsu past the 
US.'s Dicital Equipment to become the . 
world's second ranking computer maker, j 
For the first time, a Japanese techr.olog>' ( 
companv wil! control a major position or. ] 
the Continent, just in time for the integra- j 
tion of the European market m 199^. j 
Though no E.G. official has spoken against « 
» the takeover, strong opposition may soon ) 
' be heard. Says Tim Marrablc. who icUows j 
the computer industry' for 
Klcinwort Benson in To- 
k>'0: "You can more or less 
expect France to come out 
:ind accuse Britain of 
bringing another Japanese 
Trofan horse into Eu- 
rope.*' Analysts anticipate 
a heated denate about 
whether the Community 
should revofie ICUs rights 
to participate in EC- 
sponsored high-tech re- 
search projects now thut 
the computer maker answers to a . 



firm. 




oanesc 



II. 

To blunt such objections, Takuroa ^a- 
mamoto, Fujitsu's chairman, announceo 
that !CL intends to" keep its current man- 
aecmcnt. Fujitsu also plans to issue iCw 
shares on the London Stock Exchange 
within the next five years. Still, iince the 
mainframe industry- has become an mcreas- 
inclv competitive, slow-growing busmess. 
Fujitsu probablv looks to ICL for some- 



ncse p>at 

and from lis inno>^ii^'c cros>. 
town rival. Ford. Last week 
GNi said its sccond-qutrtcr 
profits declined 36%, to 
S900.1 million, compared 

with the same period a year , . w,.^-. ^^.w.-^., ;:.:^olvchurn 

ago. Yet the most ironic road ; thmg other than . is capaaty:o ..mpl> .^^^^^^^ ^ 

hazard ahead is the sro^^"/S j T'T^^'^'^'f^''^^^^ 

' strike ' for Japan s LTCB Research inMiiutc. Wr 

gests that ICL's strongest auraciion is iis^ 
••esiahlinvcd brand mime in Euroi^:. 

.•\ ; Fuiitsu m4)vcs to sctre a greater mar- 
ket share Europe, it :s likely :o r.;ove cau- 
tiously, thimgh surctiHMedly. ^^^^ 
prcciatcs that threat trorc than IB^L * 



:tofay4rw 

agamsTCM pUmttjn Se 



gtcjn- 

jyrCSulc cisrani criti- 
-caTsupply shipments to Sat- 
urn and may cripple iu early 
prviaciion. ^MfS^C^O^r^ 

O- ••it 
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Listening 



Objectives ; 



To develop the habit of " attending " while listening 

To concentrate for quick recall 

To recall detail 

To recognize hyperbole 



Materials: Copy of short story ( tall tale ) " Bill Greenfield, 
A Great Liar " < (jreat American Folklore . Kenip P. 
Battle, cornp., Doubleday and Co,, New York, 1386.) 



Procedure : 



1. Discuss exaggeration, the place of the tall tale in 

American Literature 

2. Discuss importance of careful listening 

5. Group is instructed to listen for exaggerations, 

counting as they go 
4. Share total numbers, then go through story to check 



Qutcome: Students realize that careful listening requires " attent- 
tiveness . " 
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LITERATURE AUV LTSTENING 

Wltt^am Sidnty Vofitzu [ O.Hzn^y ] 
(lUESTlO^S 

1. Wfie-^e doz6 thz itoxy take, placz? 

2. Who Mai " Old BefiAman?" W<x4 fie 4ucce44($ai? 

3. Wfio a-xz thz tioo main ckafiactzn.6 who ihaA.z thz studio? 
Which one ii Aicfe? Wi^h wha^? 

\ 4. fjJhat did ihz do don. 6ay wa4 thz tizat pn.oblzm'! 

5. When did thz glut pizdlct i,kz Mould die? 



6. What wa4 thz patlznt' 6 change o^ hzaxt when 4he <saw ;the £a4;t £ea|( 
had Kzmalnzd through thz night? 



7. Uhat wa.6 BehA.man'4 ma^^teAp-tece? 



foKty yzaK., he had wie^ded thz bxa^h Mlthoat gzttlng nzaK enough 
to touch thz hem oi hl6 ml6tn.ziizi> A.obz. 

0. Hen/iy iald Old Ezh^man wai " a ialluKZ In aKt." 
What do<L& thz above quotz mean? 
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Listenina 



Objectives: To develop careful listening 

To concentrate on " attending " 
To listen for sequence of events 
Listening Comprehension 

Mciterials: Copies of O.Henry story " The Ransom of Red Chief 
( L- S ) 
Copies of Handout L-7 

Procedure: 1 . Discuss importance of listening for sequence 

2. Instructor reads aloud "The Ransom of Red Chief • 

3. Students immediately answer questions on Handout L-7 
C including the listing of eight events in sequence) 

4. Students check answers against their individual 
copies of story 

5. Groups shares lists of sequence of events 



Outcome: Students enjoy listening to O.Henry while practicing listen- 
ing skills, in particular, attending to events in sequence. 
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LITERATURE ANV LISTENING 

" Tfie Random Red Chlti " 

0. HtnA.y 

• 

/♦ HotA) many k^dnappz,X6 M;eA.e thuKz"! 

1. What u)a6 thz nam-e tkz ^0(un? 

3^ Wfi(/ d^d tkt kldyicipptn.6 choo6Z tkl^ pa/itA^calaA, tonjn? 
4. Whai M;a-6 ^fie boy'4> ^athz^ named? 

5* Pe^c^^fae -tfie faoy, phy^i^datty and p6yckoZog^caZZy . 

6. What (^)a6 thz toLonpz^6on6^ ^zact^on to thz d^6appzaKancz? 

1. What did thu hoy zall hlm6zli? 

Name, ok dz^a^lbz tiMo thiyiQ^ thd hoy did to tn.y thz men '4 patlzncz . 

9. ll^it zlght even^C^ In the, oKdzK In uohldh thzy happzn In tho, 6toKy. 
1 . 
2- 
3. 
4. 
5- 
6. 
7. 

JO, What i6 tha In^onic ti^)l6t to the, ending? 

L7 




Listening 



Objectives! To develop careful listening 
L i s ten i ng Comprehens i on 
To 1 is ten for comparison/ contrast 
To listen for detail 



Materials: Copies of O.Henry story " Two Thanksgiving Day Gentle- 
man " < L- 9 ) 
Handout L-12 



Procedure: 1. Discuss compare — pointing out likenesses, and, 

contrast - pointing out differences 

2. Handout L-12 - students list characteristics of 
two gentlemen from story, placing in correct 
column, as story is resid, or after 

^ 3. Instructor reads story " Two Thanksgiving Day 

Gentlemen aloud 

4. Stuoents work in small groups, or pairs, to fill 

in columns correc tly 

5. Same groups, or pairs, check work using individual 
copy of the story 



Outcome: Students enjoy 0. Henry story, as they practice listening 
likenesses and differences. 



Listening 



L-r2 " Two Thanksgiving Day Gentlemen " 



CHARACTERISTICS 



COMPARE 
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CONTRAST 



Listening 



Objectives: To deVelop careful listening 
Listening Comprehension 
To listen for detail 
To predict ou t c ome 

Materials: Copy of 0. Henry story " After Twenty Years " <: L-13 ) 

Procedure: 1. Discuss how careful listening, especially to details, 

aids the listener in the ability to predict a possible 
outcome 

2. Students is instructed to predict the outcome of the 

story when the instructor stops at a specific point 
C instructor stops page 53 "...listened with in- 
terest." 

3. Answers are collected 

4 . Story is completed aloud 

5. Answers are read aloud < no names ) to see the number 

of correct guesses- dis how they knew ( what d 
detai Is) 

Outcome : Students enjoy 0. Henry story while they practice listening 
for details that lead to th« prediction of an outcome. 
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Listening 



□bjectices: To develop careful listening 
To f ol low oral directions 

Materials: Unlined paper and pencil - each student 

Copy of set of oral instructions for instructor ( L-15 ) 

Procedure: 1. Discuss irfiportance of following oral directions, 

espec ial ly in the workplace 

2. Students use paper, pencil to write what is read aloud 

3. Students compare own to correct copy C L-15 ) 



Outcoriie: Students realize that correct procedure depends on careful, 
i attentive listening. 
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BIBLIOGRAPHIES 

1 Curriculum Bibliography I - those books used as textbooks, books 
used as references during class, teacher reference books, and teacher 
instruction books - subiriitted by Gladys E. Veitch 

2 Curriculum and Reference Bibliography II - those books and 
magazines used as teacher reference - submitted by Melanie Litt 

:-: Pers.-.nal Enrichment Bibliography - handout for all students as a 
personal reference for the future to aid them in their personal 
enrichment - Submitted by Carol Lewandowski and Gladys E. Veitch 



BASIC LANGUAGE 

MERCER COUNTY COMMUNITY COLLEGE 
GM CURRICULUM 

BIBIiIOGRAPHY 

1. American Heritage Dictionary. Second College Edition. Boston: 
Houghton Mifflin, 1982. 

2. Anderson, Walter. Read With Me, Boston-*: Houghton Mifflin, 
1990. 

3. Apps, Jerold W. Study Skills for Those Adults Returning to 
School . New York: McGraw Hill Book Co., 1978. 

4. Berbrlch, Joan D. Laugh Your Way Through Grammar. New York: 
Amsco School Publications Inc.^ 1990. 

5. Brock, Susan L. Better Business Writing. California: Crisp 
Publications, 1981 . 

6. Cross, K. Patricia. Adults As Learners, California: Jossey- 
Bass Publishers, 1981. 

7. Davis, Bertha and Susan Whitfield, How To Improve Your Reading 
Comprehension. New York: Franklin Watts, 1980. 

8. Dees, Norman. Approaches To Adult Learning . New York: 
Pergammon Press, 1965. 

9. Dixon, Robert J. Graded Exercises in English. New York: 
Regents Publishing Co, Inc., 1983. 

10. Gordon, Karen E. The Transitive Vampire: A Handbook of 
Grammar. New York: Times Books, 1984. 

11. Gross, Ronald. The Lifelong Loamer. New York: Simon and 
Schuster, 1977. 

12. Joffe, Irwin L. Opportunity for Skillful Reading. California: 
Wadsworth Publishing Co., 1991. 

13. Kane, Thomas S. The New Oxford Guide to Writing. New York: 
Oxford University Press, 1988. 

14. Knox, Alan B. Helping Adults Learn. California: Jossey-Bass 
Publishers, 1986. 

15. Lewis, Norman. The New Roget^s Thesaurus. New York: G.P. 
Putnam's Sons, 1978. 
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16 • Morris, Mary and William. Dictionary of Contemporary Usage. 
Second Edition. New York: Hairper Perennial, 1985. 

17. New Merriam Webster Dictionary. Springfield, Massachussets : 
Merriam Webster Inc. Publishers, 1989. 

18. Perrin, Porter G. The Beacon Handbook. Text Edition, 1990. 

19. Perrin, Porter G. The Writer's Guide and Index to English. 
New Jersey: Scotts, Foresman and Co., 1959. 

20. Research and Education Association. Handbook of English. New 
Jersey, 1991. 

21. Reynolds, Marianne C. Reading for Understanding. California: 
Wadsworth Publishing, 1992. 

22. Sommer, Robert F. Teaching Writing to Adults. California: 
Jossey-Bass Publishers, 1989. 

23. Tracz, Richard F. Dr. Grammar's Writes from Wrongs. New 
York: Vintage Books, 1991. 

24. Verduin, John R. Jr. with Harry G. Miller and Charles E. 
Greer. Adults Teaching Adults. Texas: Learning Concepts, 1977. 

25. Webster ^s Dictionary of English Usage. Massachusetts: 
Merriam-Webster Inc., 1989. 

26. Webster's Ninth New Collegiate Dictionary. Massachusetts: 
Merriam-Webster Inc., 1985. 

27. Webster's Standard American Style Manual. Massachusetts: 
Merriam-Webster Inc., 1985. 

28. Wheeler, Thomas C. The Great American Writing Block. New 
York: Viking, 1979. 



BIBLIOGRAPHY AND REFERENCES 
FOR GENERAL MOTORS 
CURRICULUM 

Submitted by Melanie Litt 

Berbrich, J., Phd , , IQl Uavs to Learn Vocabula,rv, Ansco 
School Publications, New York, New York. 

Branchaw, B. , Fnaljsh Made Easy , 2nd ed . , McGraw Hill. 

Kirn, Elaine, Competenc y-Based Grammar . Random House. ^ 

English in Everyday Life: A Competency-Sas^ d UJr;t;in<:^ 

Book . Random House - 

Language and Cult^ure in Depth: A Competency-Based 

Reading/Ur itinq Book , Random House. 

and B. Bloch, Competency-'Based Li steni nq/Spg^K inq BgQk ." 

Random House. 

Maker, J. and M. Lenier , CollQoe Reading, Book 2, 3rd ed . , 
Wadsworth Publishing Co • , Belmont, California, 

Pearson, Craig, Wri^^'^Q Spotlight. Random House. 

Satterwhite, M. and J. Tinervia, Developing Writing Skill, 
McGraw Hill . 

Business Week Magazine, May 14, 19:>0. 

June 11, 1990- 

Forbes Magazine, January 1990. 

March 4, 1991 . 

Newsweek Magazine, October 22, 1990. 
Time Magazine, February 19, 1990. 
October 29, 1990. 

US News & World Report Magazine, April 30, 1990. 
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Houghton l^U^lln, 19S2 . 
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h\cGnaLO'Hill Book Co. Weco Voxk, J 9 75. " " 
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1990 
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Ba^^c Language 
Homtvoon.k Pacfee-t ^1 



ConttnU: WoKk^htttb - G^amma^/U^age (9) 
SpzlllnQ WoKk^httt 
Reading/ Co mpKzktn6 Ion Samplt 



o kiii^ : ToKmlng co ntKOLdtlo 

VcLKt oi Spaacih - Tfie kKtldtz 

Wilting Tag Endings 
Wilting CoYicl^dLy 
Spelling pKCidtlcd - WoA,d ll6t 
Vocabulary dtvtlopmznt i^om 

Readx^ng Sample 
Lltz^al CompKQ.hQ.n6 Ion Qaz^tlons 
Summarizing 
Finding hialn Idea 
SQ.3R Practlct 

Folloijolng Vlrtctlon^ 
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BASIC LANGUAGE 

HOMEWORK PAPER "I [/ocabaUny 

main Ldta. 
.6umma/t.y 

ARTICLE: " The \iv.tKl(LnU Kkq. B£ow^n9 In tWt W-ctid 

MtMl dynam.tc^ 

2. An^wa^ tfic ^oUowlng quiLi.Uon6 on a itpa-xate ^/icct. o paptn 

- What 'two tkinQ6 ant ^clznUiti tKacklnQ the mc uctnent o 

- What do we call th^6^ ^cl<>.i^t<6t.t>? 

- What lb the. main idta oi pa^^aqiiaph «2- 

- Wame one cja^ ;tka^ x:.6 chancjlnQ the ^a-Uh' f> cUr,:ate? 

- What -16 tht main Idea oi patacj-iap/i «3? 

- What happtn.^. danlnQ VioUnt Amazonian la (..1.6 .f o -i mi ? 

- By t^acklnQ ike^e cUnd(> anoand the wonild, i-:hat c^sc hav. 

.ic.itntlit6 dlicove'icd? 



31 Su.ma^lze ( tUZ the. main idea o ^ 1 ^l.c c-u^... a.t.cte. 
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Spelling WoKk^hzat 
"Reading/ Co mpKdhzn^ Ion Sdmpla 



Skills: U6lng lYidlKddt Objtct6 

VztZKmlnlng CoKKddt Rzldtlva 
y.fionoan 

Tm Con6tKu(itlon6 : maid Kathzh. 

had battZK 

ToKmlYig Kagoitiva Co nth-ad tion^ 
il^lng Indzilnltd kKtltU^ i d , an , tkz 
Spatting VKOLttldd - WoA.d ll6t 
Map tcidlng/ Ancity6l6 
Summa/ilzlng 

I fottoijolng VlK(L(ition6 
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Ba^^c Langaagz 



HomzijooJik Packzt ^3 



Ccntznt4> 



Spzlling WoA.k4>kzzt 

RzadZng/ Comp/izkzn^lon Samplz 



Skills 



) 



WKZt^ng CoYidl^zly 
kvoldlng Redundancies 
UndzK^tdYidlng CHckz6 

U6lng C0Yl6tKiXCtl0Yl6 : 

may,4>ay,tzll 
much, many , a tot o 
good,iA)zll 

Spzlling V/iactlcz - WoA.d6 changing 
thz ilnal "y" 

finding thz Ualn Idea Indiv- 
idual paA.agA.aph6, and 
oi wholz voo^k 

following VlA.zctlon6 
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Book Club 

Objective: To reinforce reading and writing skills 

To appreciate literature as a rueans of language corrimun- 

ication 
To build vocabulary 

To foster a relaxed, positive environnient in which to 

build language skills 
To appreciate that literature reflects life 

Materials: Copies of a novel < or several titles for small groups ) 
( Novels are chosen for their level of complexity and 
groups can be formed accordingly ) 
Notebooks, with a vocabulary section 

Procedure: 1. Book clubs are formed and meet 1/2 times per week 
2. Each meeting has the following agenda: 

- vocabulary exercise ( teacher prepared ) based on 
vocabulary words in assigned chapters 

^r* - discussion of plot advancement, characters' 

thoughts and actions 

- written comprehension questions ( teacher pre- 
pared, can control type and level ) 

~ grammar/ usage exercise, arising out of the 

ass i gned c hapter s 
~ writing sample < ex. descjribe a character, 

explain an event, predict an outcome, etc.? 

- assign new chapters ( to be read at home ) 



Outcome: Students enjoy a social time, while reinforcing reading and 
writing skills, and gaining increased appreciation for 
1 i terature 
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